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• Receiving student records

 Actions to take

• Requesting student records

 Enrollment prompts request

• Importing records

 Transcript data

 Enrollment history

 Assessments

 Immunizations

 Documents

Agenda
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• Student enrolls in new district and they submit a request

• New district receives records only if the former district is:

1.  In the Commonwealth and

2.  Is live on Campus

Requesting Student Records
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Process Inbox – Waiting Status Message

• Requesting district will see “Waiting: Last, First ID” until sending district 
responds

• Message appears in Process Inbox and on student’s Records Transfer tab

• Requesting district will not know sending district name
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Process Inbox – Request for Release

• Request appears in sending district’s Process Inbox
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Releasing Student Records

• Student leaves former 
district

• Request is sent by new 
district receiving 
student

• Former district has 
three options

• Release
• Reject
• Ignore
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Process Inbox – Transfer Released

• Status message from receiving district changes to “Transfer Released”
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• When sending district clicks “Release Records” button, records 

are sent to receiving district

• Receiving district will see a message link in Process Inbox 

containing the student’s records and the sending district’s 

contact information

• Records transfers accessible in 3 Campus areas:

– Process Inbox 

– Student Information > General > Student Records Transfer

– System Administration > Data Utilities > Student Records Transfer

NOTE: Users must have tool rights to allow access to these areas

Accessing the released records
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• Transcript

• Census Contact

• Enrollment History

• Report Cards

• Schedule

• Attendance

• Behavior

• Health

• SPED Documents

Transfer Documents – PDF Reports

Strike-through indicates 
student did not have data
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• If sending district cannot be located because state does not 

have record matching student, a transfer error appears

 Clicking error link displays reason for error

Process Inbox Status - Error
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• Data Imports

• Transcripts

• Enrollment History

• Assessments

• Immunizations

• Health Conditions

• Health Screenings

• IEP’s

• Evaluations

• State Reporting

Importing Records
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• Credit Multiplication Factor

• Credit Type

• Credit Amount

• Don’t Import

• Save at the bottom

Transcript Import Wizard
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• Import past enrollments from other schools

• Save at the bottom

Enrollment History Import Wizard
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• Import District assessments

 ACT

 SAT

• Save at the bottom

Assessment Import Wizard
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• Import immunizations

• Save at the bottom

Immunization Import Wizard
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KY State Reporting Import Wizard (1)

Commonwealth 
reporting data 
will transfer and 
import into 
receiving district 
when not null in 
sending district
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KY State Reporting Import Wizard (2)
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KY State Reporting Import Wizard (3)



SS1102-1, SS1102-2, SS1102-3, SS1102-4, SS1102-5, SS1102-6 

Process Inbox Maintenance

The Process Inbox is district-wide, not specific to school

Deleting Process Inbox entry does not delete for other users
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• For a student records transfer to be possible, state database must 
have record of student’s former enrollment and his/her stateID
number

• When student’s stateID number is ‘pending’, ‘ambiguous’, or 
‘incomplete’ district should contact……

SSID Troubleshooting
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• Rights to Records Transfer should be limited

• Full rights (RWAD) must be assigned for access to functionality

 Student Information > General > Records Transfer tab
– Permits transfer initiation

 Student Information > Allow unfiltered search
– Permits searching all students

 Student Information > Student Locator (if applicable to district)
– Permits creation new students and enrollments

– Required before making a records transfer request

 System Administration > Data Utilities > Student Records 
Transfer > Notify Process Inbox

– Permits viewing of transfer requests and  records releases

User Security Rights
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Ask, we’re ready!

Questions & Answers
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Additional training is available from Campus U
 Professional, certified trainers

 Just-in-time offerings

 Online

 In person

– In your district

– At Infinite Campus

Learn More!


